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Employee Performance Appraisal Form

Includes up to six critical elements that convey
annual expected performance requirements

Critical Element
Categories

Critical elements are so important that unacceptable
performance in any critical element results in an overall

rating of unacceptable

Comprised of the following:
check the ones that fit:

*Performance Management

Administrative Requirements «Ethics and Integrity
> - Section for supervisors *EEO/Diversity
e Section for all staff *Employee Development

*Workforce Activity

*Customer Service
*Recovering Improper Payments

Three to five of these:

Individual .Outcome 1
Performance Outcomes Qutcome 2
sQutcome 3

sQutcome 4

sQutcome 5
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jtes, “Arranges travel for staff
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pIE erfom ance Outcome
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-Vouchers are normally completed within 5-7 days of
receipt of the traveler’s submission of paperwork.”
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Exceptional:

J@d summary ratings

5 points

Fully Successful:

3 points

Minimally Successful:

2 points

Unacceptable:

1 point

Defined under “Performance Definitions” on pages 7 and 8 of the appraisal form
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4.4 to 5.0 points
3.0 to 4.3 points
2.0 to 2.9 points
1.0 to 1.9 points
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*Employees eligible for
up to 2.0% of base pay

*only after all employees
rated Exceptional have
been paid first
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